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CITY OF ANNAPOLIS

RECORDS RETENTION AND DISPOSAL SCHEDULE

Schedule No.

m- 114

HUMAN RESOURCES

File includes advertisements for City of Annapolis
job openings. (Placed in newspapers/journals).
In-house postings for job openings.

Item | Description Retention
No. :
1. General Correspondence Screen annually and destroy the material
) that is no longer needed for current
Original incoming letters, copies of outgoing | business. Retain permanently any material
letters, memoranda, studies, reports, directives, | that serves to document the origin,
policies, and other materials related to the | development, and accomplishments of the
administration of the agency. office. Transfer periodically to the
. Maryland State Archives.
2. Employee Files
Record of current, former and retired employees. | Retain employee history summary form
The record may include the following: | (location card) for twenty-five years after
employment application, payroll maintenance | termination then destroy. Retain
forms (personnel actions), employee performance | employees record for five years after
evaluations, retirement information, social security | termination the destroy.
and pension information and other pertinent data.
3. Applications for Employment '
If not selected for employment - one year
Application for employment purposes. from date of application, then destroy.
4. Test (promotional and applicant)
Record of test for Police/Fire promotion in Retain for three years after the
accordance with union contracts. Test for administration of test, then destroy.. '
specific knowledge and ability of specific :
applicants.
5. Application Log
Record of application for employment includes | Retain in office for five years, then
name, race, sex, position applied for, referral destroy.
source, and date of application, date received. :
6. Medical Records
Record of legally required medical exam, lab work | Retain for thirty years beyond termination,
and drug screens. Exposure to hazardous material. | then destroy.
7. Advertising Files

Retain for one year, then destroy.
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Instructions - Prepare a separate form CITY OF ANNAPOLIS RECORDS INVENTORY
for each new or revised record series. Records Management Program

: - ' PAGE__| _oF_7
1. Department 2. Division 3. Unit
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eage/

DEFINITION - RECORD SERIES - A group of related records normally filed and used as a unit for reference as well as retention and

disposition purposes.

4. Record Series Title E 7] //a/e e “/3/6.5

5. Earliest Year/Latest Year
___to

6. Record Series Description (Briefly describe the types of information/documents/forms found in the series. Include the purpose or function
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7. Record Series Format(s) 8. Record Series Sequence 9. Yolume
B’Qer Size O Micro Film D/Al/phabetical - Number
0 Legal Size Q Computer Tape : _ - .
O Bound Book O Floppy Disk O Numerical «B‘Fﬁchr(s) QO
0 Audio Tape 0O Video Tape o Qa Microfilm Reel(s)
O Other (Specify) a Chronological 0 Computer Tape(s)
_ ' O Other (Specify).___
0 Geographical
a bther (Specify) _ 10. Annual Accumulation
d/ . ~ Number
ile Drawer(s)___ Q O MelE
O Microfilm Reel(s)___
O Computer Tape(s)
o O Other (Specify)
/
11. File is Used - \/ 12, File Becomes Inactive After
A S : See F /5 belocw
aily 0O Weekly O Monthly O Month(s) O Year(s)
Number ' :
13. Cur nt Location(s) (Bldg. Floor, Room 14. Is Record Series Duplicated Elséwhe»re?
larn S 3’—4 ‘Ir/OO/‘ ) Ievsonn f// g/f%,specify office)
/ ' o OYes
15. Access Restrictions @ Yes G@No 16. Audit Requirements

(If yes, cite law(s) & regulations) {1/ / | //
bacy A

17. Is an index system used? (If yes explain béeﬂy and
describe an h{rdwarelsoftware.)
O Yes ‘quy;
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18 Recommended Retention
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19. Name and Title of Preparer. Dq// Y v //3; 7 egfj’ /A
20 TelephoneNumber //1//0) A?é} 7??Y 21, Date c/—/if&




Imstructions - Prepare a separate form
for each new or revised record series.

CITY OF ANNAPOLIS
Records Management Program

RECORDS INVENTORY

PAGE_"Z- oF_7

1. Department 2. Division

P/ﬁwm e / .

3. Unit

disposition purposes.

DEFINITION - RECORD SERIES - A group of related records noimally filed and used as a unit for reference as well as retentlon and

a. RecordSenesTltIZ /ﬂ Joillooes Q/ }/ //oymrgz#

5. Earliest Year/Latest Year

/995 to /?7&

f th —
of the series. Fovm  Use

6. Record Series Dmnpnon (Briefly describe the types of information/documents/forms found in the series. Include the purpose or function

c/ MVL CmF/OymeCV/' PU/FDS&S P

7. Record Series Format(s)

O Alphabetical -

tter Size 0O Micro Film
O Legal Size 0 Computer Tape .
a Bound Book O Floppy Disk QG Numerical
0 Audio Tape 0O Video Tape .
O Other (Specify) _ O Chronological
a Geographical
Other (Specify)

8. Record Series S_equencé

9. Volume

Number
ey =

O Microfilm Reel(s)
a Computer Tape(s)
O Other (Specify)

10. Annual Accumulation

:] E E :}; ,Jz/f. 9 - //_/_.

?Iug;er

File Drawer(s)

QO Microfilm Reel(s)__
0 Computer Tape(s)

1L lz?med . /
aily O Weekly . Q Monthly

12. File Becomes Inactive After

O Other (Specify)
onth(s)

B’{ar(s) %/
0oV 0. -

Number

13. Current Location(s) (Bldg. Floor, Room)

i
14. Is Record Se//ies Duplicated Elsewhere?

ar yes, cite law(s) & regulations) | H‘ / ‘ j # /
' vacy f#c

2/ 2¢d Thoo Vtronn (If yes, specify office)
q-5 /)70//1 ‘52// 1 2707/ ?/ -Erl(osv 0 Yes
15. Access Restrictions JZ’( 0O No 16. Audit Requirements

ONone O State D’Qeral O Independent

17. Is an index system used? (If yes explain brlyé_v and

describe lz:I;Paedware/software.)
O Yes ° :

18. Recommended Retention
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19. Name and Title of Preparer //% //Wh(_ /\Z\/jg// e;é_/
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20. Telephone Number / L/,@) ()? &__Q ??5
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21. Date
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Instructions - Prepare a separate form
for each new or revised record series.

CITY OF ANNAPOLIS
Records Management Program

RECORDS INVENTORY
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1. Department

QO/ Sonne /

2. Division -

3. Unit

disposition purposes.

DEFINITION - RECORD SERIES - A group of related records normally filed and used as

a unit for reference as well as retention and

4. Record Series Title

Test - ( PoroAiswa/and J/P/f““‘f)

5. Earliest Year/Latest Year
to

_ of the senes.

€CO/C/

Unlion C /lWVa.cQIS

SWQC 1 fo e,
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6. Record Series Description (Briefly describe the types of information/documents/forms found in the serfes. Include the purpose or function
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7. :::oyzries Format(s)
tter Size QO Micro Film
0 Legal Size 0 Computer Tape
O Bound Book O Floppy Disk
0 Audio Tape O Video Tape

a Other (Specify)

O Alphabetical
D-Numefical

- a C'hronological

Wl
(+ Other (Specify

8. Record Series Sequence

9. Volume
' : Number
B’(Drawer(s) Q-
O Microfilm Reel(s)
O Computer Tape(s)_
O Other (Specify)

10. Annual Accumulation

]

O Daily O Weekly

0O Monthly

A

Ay Ye . Number
(] g UU < a File Drawer(s) o
Y O Microfilm Reel(s)
O Computer Tape(s)
a Other (Specify)
11. File is Used C'Z/s @e ylve Cé , o / g 12. File Becomes Inactive After .

2’6;'(3) 3

O Month(s)

Number

13. Current Location(s) (Bldg. Floor, Room)

93 //70//1 54/ Bd/?'/ooxz_ ‘Pexsonne/

14. Is Record Series Dupiicated Elsewhere?.

gj‘ﬁ\r;@ecify office)
o OYes

15. Access Restrictions w’Ye/s '
(If yes, cite lJaw(s) & regulations)- {,

a No

/’/Ul?CV

16. Audit Requirements - '
ONone O State m Independent

O Yes

1y

17. Is an index system used? (If yes explain brleﬂv and
describe pa’lg/hésiware/software.) .
° .

18. Recommended Retention

?c)[am 3y ears GW% V/Lc_ ac‘/mm/sy/ f//an'
fr:‘/ \/hfn 5/5%%
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19 Name and Title ofPreparer JQ//{W e 37// ggm ec//

pﬁQ/ Y iV ,D//e oc/m_,

20. Telephone Number (L//O) Q@} 7?7:/;

21. Date _ 79./5 96
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Instructions - Prepare a separate form - CITY OF ANNAPOLIS RECORDS INVENTORY

for each new or revised record series. Records Management Program » _
L , PAGE_4 __OF_7

1. Department - Z.,Diil'ision 3. Unit

/;Dfrsonn e/

DEFINITION - RECORD SERIES - A group of related records normally filed and used as a unit for reference as well as retention and
disposition purposes. ’

4. Record Title j , 5. Earliest Year/Latest Year
ﬂ’/ynﬁ [e5 /1923 to_/97¢
6. Record Series Descnpnoé(/l!neﬂy describe the types of information/documents/forms found in the series. lnclude the purpose or function
of the series.
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7. Record Series (Ec/rmat(s) / 8. Record Series Sequence 9. Volume
tter Size O Micro Film . a Alphabetlcal Number
0 Legal Size 0O Computer Tape . ' | / )
O Bound Book 0O Floppy Disk 0 Numerical : - ile Drawer(s)__ 72— 47 el
0 Audio Tape 0O Video Tape O Microfilm Reel(s)
0 Other (Specify) hronological O Computer Tape(s)
- o DO Other (Specify)
O Geographical
O Other (Specify) 10. Annual Accumulation
/ '/ Number
ile Drawer(s)_"2 raw' A
O Microfilm Reel(s)
0O Computer Tape(s)
0 Other (Specify)
11. File is Used 12. File Becomes Inactive After
aily OWeekly O Monthly : O Month(s) _Z’{r(s) 3
' Number
13. Current Location(s) (Bldg. Floor, Room')? 14. Is Record Series Duplicated Elsewhere"
' (If yes, specify office)
/%M S 38 g, Fhrsomne/| Sty |
15. Access Restrictions 0O Yes B’N( '16. Audit Requirements

(If yes, cite lJaw(s) & regulations) .
' : ' ONone O State @Féderal © Independent

17. Is an index system-used? (If yes explain briefly and 18. Recommended Retentio 6 4
describe any hardware/softwar .
O Yes D«Nyo/ud K (ﬂ U/t r/ 4//
_ . e N 'E/V?anﬁﬂn e

' t7" ~ N
19. Name and Title of Preparer\%//g g e (j//);ﬂ e(//((.;\% /Q/ f/(/ J//f £/¢]__
20. Telephone Number /V/UJ,)?& )) 7?‘?[5/ 4/21. Da(te ‘7 /5 Z/
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Instructions - Prepare a separate form
for each new or revised record series.

CITY OF ANNAPOLIS
Records Management Program

RECORDS INVENTORY

oF_ 7

PAGE %

2. Division

3. Unit

1. Department
: ;’Df’/Eon ne /

DEFINITION - RECORD SERIES - A group of related records normally filed and used as a unit for reference as well as retention and
disposition purposes.

5. Earliest Year/Latest Year

1923 to ﬁcse%'f'

4. Record Series Title
, C?J /re%vnp/fﬂcc
6. Record Sénes Description (Briefly describe the types of information/documents/forms found in the'series.'lnch_xde the purpose or function

7. Record Series Format(s) 8. Record Series Sequence . 9. Volume
@ietter Size O Micro Film O Alphabetical : L . Number
O Legal Size O Computer Tape ' V/
0 Bound Book O Floppy Disk O Numerical ile Drawer(s) /
O Audio Tape 0O Video Tape u/( D Microfilm Reel(s)
a Other (Specify) hronological O Computer Tape(s)
: : : » O Other (Specify)
O Geographical :
O Other (Specify) 10. Annual Accumulation
Number
ile Drawer(s)
0O Microfilm Reel(s)
O Computer Tape(s)_
0 Other (Specify)

s

11. yx . 7
= ) . ;'v'
aily 0O Weekly 0 Monthly 7

12. File Becomes Inactive After

| A 3
Number ’

O Month(s)

13. Current Location(s) (Bldg. Floor, Room)
73 rnain % ?Lc/ 317004‘\/ €rsoane /

14. Is Reco ‘ eries Duplicated Elsewhere?
(If yes, specify office)
o OYes :

15. Access Restriction§ O Yes . " aNo
(If yes, cite law(s) &iﬁgulatlons)

16. Audit Requirements
// .
71Ua Cy c‘/ one O State 0O Federal

O Independent

18. Recommended Retention

/A/&C /earﬁ wa/V/ 0/'5(/%

/)ﬂ/(/¢ \)/re(o%/L_ : 5 V
s G- /5 70

17. Is an index system used? (Ifé/es explain briefly and
describe any hardware/software.) :

OYes ONo
// .

19. Name and Title of Preparer /// //A / /% y 2,
20. Telephone Number / 4/[0 ) o?@/?— 7??/?
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L Department - ‘ 2. Division
: /;2/50/7/76/

- ._'. Instructions - Prepare a separate form . CITY OF ANNAPOLIS RECORDS INVENTORY
for each new or revised record series. Records Management Program :
- ' o 'PAGE @ oF__"/
3. Unit

 disposition purposes.

DEF[NIT[ON RECORD SERIES - A group of related records normally fi fled and used as

a unit for reference as weil as retention and

4. Record Series Title /Jﬁf /(a%o "o Zoﬁ

_ S. Eal}ieét %ﬁxt@atc;t Ye/aé ?¢

of the series.

D«‘%f‘ Kec f/wc/

6. Record Series Description (Briefly describe the types of infonnaﬂon/documenulfonns found in the series. Include the purpose or function

/?ef‘@/‘&/ /caQ/wVL Q/(/)L em /0/ump
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7. Record Series Format(s) 8. Record Series Sequence

@Letter Size O MicroFilm O Alphabetical
O Legal Size a Computer Tape .
a0 Bound Book O Floppy Disk 0 Numerical
O Audio Tape O Video Tape _ o
a Other (Specify) . /D’Cﬁonological

O Geographical

| O Other (Specify)

)

9. Volume
Numhcr

%Pﬂe/D rawer(s) "/ 2
Microfilm Reel(s)_____

Q Computer Tape(s)
G Other (Specify)

10. Annual Accumulation

Number
a File Drawer(s) )/g - % _=

1 Microfilm Reel(s)
a Computer Tape(s)
Q Other (Specify)

11. File is Used 12. File Becomes Inactive After : ,
aily o Weekl_y‘ a Moﬁthly a Month(s) ’ 9)4(5) _5/

Number
13. Current Location(s) (Bldg. Floor, Roc'un)__.- : 14. Is Record Series Duplicated Elsewhere?
G vd / A (If yes, specify office)
QB /74/0 5\5/ 3 I/"OV [’)ﬁrsarme/ ONo -0OVYes
15. Access Restrictions O No 16. Audit Retjuirements -
(If yes, cite law(s) & regulatlonssp : ' :
701 Uch/ O/ " ONone O State ﬂ@; ad Independent

17. Is an index system used? (If yes explain I(neAy and 18 Recommended Retention

describe any hardware/software.)
OYes ONo _ ' - %/n v ﬂ‘yﬁz{ amo/ (v//eq c/ésS/
' we \Jeqr S /

| N ~
19. Name and Title of Prep%er ya r /fn e A/ \/)/@VIKM

/

»pjﬂu % @/I/ch/o“\/

21. Date 9 /5 ?E/
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| Instructions - Prepare a separate form
for each.new or revised record series.

CITY OF ANNAPOLIS
Records Management Program

RECORDS lNVENTORY

PAGE _ “7 or 7

1. Department 2. Division

?f/SON/lé /

3. Umt

DEFINITION - RECORD SERIES - A group of related records normally filed and used as a unit for reference as weil as retention and

disposition purposes.

4. Record Series ?
' /j;‘e /ca/ corc/S

S. Earliest Year/Latest Year
to

6 Record Series Description (Brieﬂy describe the types of information/documents/forms found in the series. Include the purpose or function

/ / /e 0//44//}76/6‘&/9 aM,Z&b(«U@r/Z in C/f
eﬁ.ﬂ{f@&)/( Q/o /{azqro/;{us /Maq/er/w/ 7/

of the senes.}?e cor Oé

8
7. Regofd Series Format(s) 8. Record Series Sequence 9. Volume
Letter Size O Micro Film Alphabetical — Number
O Legal Size O Computer Tape :
a Bound Book O Floppy Disk O Numerical File Drawer(s) l// :
0 Audio Tape O Video Tape , . O Microfilm Reel(s)_
0O Other (Specify) O Chronological 0 Computer Tape(s)
Q Other (Specify)
D Geographical
O Other (Specify) 10. Annual Accumulation
;uumber
a File Drawer(s)f
O Microfim Reel(s)__ -~
O Computer Tape(s)
O Other (Specify)
11. File is Used 7/ [ (// 12. File Becomes Inactive After
/I L€
O Daily O Weekly / 0O Monthly : a Month(s) V/? 17‘/
: ' Number VV)M(’I!Q& ‘

Fyrs

13. Current Location(s) (Bldg. Floor, Room

@’fsomn V/

14. Is Record Series Duplicated Elsewhere?

. "/ ~¢d (If yes; specify office)
a3 Nain ., 34 ¥o,, zrﬂyfk Q Yes
15. Access Restrictions ;;WZ; ~ QNo 16. Audit Requirements

(If yes, cite law(s) & regulations) ‘ Vi
[1vacy ‘J \/

QO None O State 'D”(deral ClIndependent‘

17. Is an index system used? (If yes explnM;leﬂy and
describe ;?Mfardwan/software.)
a Yes o

18. Recommended Retentlon

30 }/@5‘/9 bC7 /l‘/( Q("e//’U/an#//oq

19. Name and Title of Preparer _ﬂa/\/mf_ o 86 neeli S

L ¥y s

20 Telephone Number

[~

Vot Bate 91870

(40) R63 7208




